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ADMINISTRATIVE PROCEDURES

l. REGISTRATION FOR THE ELECTRONIC CASE FILING SYSTEM

A.

Tems

1. “CM/ECF Sysem” or “Sysem” refers to the Court’s Case
Management/Electronic Case Files system that receives documents filed
in eectronic form.

2. “Hling User” refers to those who have a court-issued log-in and
password to file documents eectronically.

3. “Notice of Electronic Hling’ referstothe notice automaticaly generated
by the CM/ECF System each time a docket event is entered or a
document isfiled.

Desgnation of Cases

All casesfiled after April 24, 2003 will be part of the Court’s CM/ECF
Sygem. All petitions, motions, memorandaof law, or other pleadingsand
documents required to be filed mus be electronicaly filed except as
expresdy provided and in circumstances where the Hling User is
prevented from filing dectronicdly, i.e, CM/ECF System failure.
Notwithstanding the foregoing, attorneys and others who are not Filing
Users in the CM/ECF System are not required to dectronicdly file
pleadings and other papers.

Passwords

Attorneys admitted to the bar of this Court (including those admitted pro
hac vice), United States trustees and their assistants, private trustees, and
others as the Court deems appropriate, shdl be entitled to one System
password to permit the attorney to participate in the electronic retrieva
and filing of pleadings and other papers in accordance with the System.
Regigration for a password is governed by paragraph 1(D). No Fling
User shdl permit higher password to be utilized by anyone other than
himsdf/hersdf or an authorized employee. A Fling User shdl immediatdy
notify the Clerk by telephone and by facamile if they learn that their
password has been compromised. Fling Users may be subject to
sanctions for falure to comply with this provison.
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Reqgidration
1. A regigration form, in the form attached hereto as Form A, shdl be
submitted for each Filing User.

2. All regigrationforms shdl be returned to the United States Bankruptcy
Court, Digrict of Rhode Idand, Attn. Kristen Batty, Chair of the Externd
Training Committee, 380 Westminster Mall, Providence, R.I. 02903.

3. After successful completion of the Court's training program, or
certification by the Clerk in circumstances where completion of the
Court’ straining program is not warranted, each Filing User will receive a

System password.

4. The password required to submit documents to the System serves as
the Hling User’s origind signature on al dectronic documents filed with
the Court. The password aso serves asasignature for purposes of Fed.
R. Bankr. P. 9011, other Federal Rules of Bankruptcy Procedure, the
locd rules of this Court, and any other purpose for which asgnaureis
required in connectionwith proceedings before this Court. Electronicaly
filed documents must include a Sgnature block that sets forth the name,
address, teephone number, and the attorney’ sbar registrationnumber. In
addition, the name of the Hling User under whose log-in and password the
document is submitted mugt be preceded by an “/s/” and typed in the
gpace where the signature would otherwise appear.

5. Participation in the System by receipt of a password from the Court
shal condtitute a request for service and notice eectronicaly pursuant to
Fed. R. Bankr. P. 9036. Filing Users, by receiving a password from the
Court, agree to receive notice and service by dectronic means and
regigration asa Filing User condtitutes: (a) waiver of the right to receive
notice by first class or certified mail and consent to receive notice
eectronicdly; and (b) walver of the right to service by personal service,
fird class or certified mal and consent to e ectronic service, except with
regard to service of a summons and complaint under Fed. R. Bankr. P.
7004. Waiver of serviceand notice by fird class or certified mail gpplies
to notice of the entry of an order or judgment under Fed. R. Bankr. P.
9022.



6. Onceregistered, an attorney/participant may withdraw as aHling User
inthe System by providing the Clerk of Court with written notice of such
withdrawa. Copies of the written notice mugt also be provided to Al
registered attorneys/participantswho have appeared incasesinwhichthe
withdrawing attorney/participant has appeared, and cases which remain
openat the time of withdrawa . Upon receipt of said withdrawl, the Clerk
willimmediatdy cancel the attorney/participant’ s password and will del ete
the attorney/participant from any gpplicable eectronic service lis.

7. The Court may revoke aHling User’ spassword and, therefore, his or
her authority and ability to dectronicdly file documentsfor: (1) falureto
comply withany provisionof the agreement contained in the FlingUser’s
Regigration Form; (2) failure to adequately protect hisor her password;
(3) falure to comply with the provisons of these Administrative
Proceduresfor Electronicaly Filed Cases; (4) failure to pay feesrequired
for documents filed eectronicdly; (5) other misuse of the System; or (6)
as a sanction ordered by the Court after notice and opportunity for
hearing.

. ELECTRONIC FILING AND SERVICE

A.

Fling

1. Except as expresdy provided insubparagraphs |1(C) and inparagraph
111 below, dl documents shal be filed eectronicaly. Notwithstanding the
foregoing, partiesand attorneys who arenot participantsinthe Systemare
not required to dectronicaly file pleadings and other papersin acase.

2. All documentsthat form part of a pleading and that are being filed at the
sametimeand by the same party may be ectronicaly filed together under
one document number. Documentsthat are apart of the pleading, eg.
amemorandum of law, asupportingaffidavit, or an gppendix, shal befiled
as an attachment to the pleading.

3. Becausethe Sysem s “red-time’, the receipt of filing will show the
actua date and time a document was filed on the System. Documents
submitted eectronicaly on the System outside of norma business hours
will be deemed filed on the date and time received. For example, if a



document isreceived at 7:30 p.m. on September 13, 2002, the recel pt of
filingwill show that date and time, and the document will be deemed filed
as of that date and time. Deadlines will not change as a reault of this
policy. The deadline for filing, unlessotherwise specificaly set, ismidnight
of the due date (E.S.T.).

4. The Fling User must designate atitle for the document by sdlecting the
appropriate event title from the categories provided inthe System. Once
adocument is submitted and becomespart of the case docket, corrections
to the docket are made only by the Clerk’s Office.

5. Hling Users seeking to file emergency motions or other expedited
matters shal contact the Clerk’ s Office by telephone at (401) 528-4477,
Extenson 14, immediady after filing such motion. Failure to notify the
Clerk’s Office of such filing within one hour of the time stated on the
Notice of Filing, may result in denid of the request for expedited or
emergency relief, or adday in action on the maotion.

Conseguence of Electronic Filing

1. Electronic transmisson of a document to the CM/ECF system or the
docketing of anevent on the Systern cons stent with these rules, together
with the transmisson of a Notice of Electronic Hling from the Court,
congtitutes filing of the document for al purposes of the Federa Rules of
Bankruptcy Procedure and the local rules of this Court, and condtitutes
entry of the document or event on the docket kept by the Clerk under
Fed. R. Bankr. P. 5003.

2. When a document has been either filed dectronicdly, filed
conventionally and subsequently imaged, or an event docketed
eectronicdly, the officdd record is the dectronic recording of the
document as stored by the Court, and the filing party is bound by the
document as filed or event docketed.

System Failure

Where a document must befiled or event docketed immediately during
norma business hours, but dectronic filing cannot be accomplished
because of a Systemfailure, thefiling party shdl, after making at least two



attemptsto filedectronicaly, contact the Clerk’ s officeto confirmthat the
System is not accessible. If it is confirmed that the System is not
accessible, or, if the System cannot be accessed due to a System failure
during non-business hours, the document or event shdl be sent as an
dtachment in PDF forma via emal to the following address:
Jody Venuti@rib.uscourts.gov with a cabon copy to
Michelle_Torres@rib.uscourts.gov. Thefiling paty mug filewith the
document an affidavit sating thereason(s) why the document isbeing filed
via emal, demondgrating compliance with the prerequisites of this
subparagraph. Filerswho experience a System failure and file documents
via e-mail must cal the Clerk’s office prior to 10:00 am. of the next
businessday to informthemthat a document has beenfiledviae-mall. The
Clerk’s office will download and file the PDF document, and the
document will be deemed filed on the date and time of the e-mail
transmittal. Nothing contained in this paragraph is intended to take away
rightscontained el sewhere inthese proceduresor in loca or federa rules.

Service

1. Whenever a document is filed dectronically in accordance with the
dectronic filing procedures, the System will autométicaly generate a
“Noatice of Electronic Filing” at the time of docketing, and the notice will
be automaticaly sent to dl partiesin the case who are registered users of
the System.

2. If the recipient of notice or service is a registered attorney/participant
in the Systemand if service upon that attorney/participant is permitted by
firgt classmall under gpplicable bankruptcy rules, the Notice of Electronic
Hling automdicdly generated by the Sysem and sent to the
attorney/participant shal be the equivalent of service of the document by

firgt class mail, postage prepaid.

3. The Hling User shdl serve the document upondl other persons entitled
to notice or service in accordance with the gpplicable rules who are not
participants in the System and file a certificate of service in accordance
with subparagraph 11(D)(4) below.



4. Cetificates of Service

Whether service of documents is on registered attorneys/participants in
compliance with subparagraph 11(D)(2) above, or on non-registered
parties/attorneys incompliancewithlocal and federd rules, a certificate of
sarviceis il required for al filings. The certificate mugt state the manner
inwhichserviceor noticewas accomplished on each party so entitled, and
must befiled by the Filing User within two days following their receipt of
the Notice of Electronic Fling provided by the Systemat the time of filing.
Failure to timely file the Certificate of Service will result in the
automatic denial of the motion/application or sriking of the
obj ection/response, as applicable. Samplelanguagefor acertificate of
service is attached to these procedures as Form B.

5. Nothing contained herein shall be construed to diminate the necessity
of service of the summons and complaint in accordance withthe Federa
Rulesof Civil Procedureand the Federal Rulesof Bankruptcy Procedure.
The return of service on the summons shdl befiled dectronically.

Duty to Fle Origind Signatures

1. TheOrigind Petition, Schedules, Statements and Chapter 13 Plan and
Locd Form V, if Applicable

Inadditionto the eectronicdly filed versonof these documents, the Fling
user must aso conventiorally file a paper copy of the Declaration
Regarding Electronic Hling, R.I. Local Bankr. FormP.3 (attached hereto
as Form C), which contains the debtor’ s and counsd’s actud signatures
under oath. The Declaration must be signed under oath and must befiled
with the Court withinfifteen(15) daysfrom the date stated on the Notice
of Electronic Hling. If the original petition, schedules, statements and
Chapter 13 Plan and Local Form V, if gpplicable, are not filed
contemporaneoudy on the same day, then a separate P.3 Declaration
mus be filed for any subsequent dectronic filing of these origina
documents.

2. All other documents requiring origina signatures, such as amended
schedules, ligs, statements, pleadings, affidavits, and documents requiring
verification under Fed. R. Bankr. P. 1008, or an unsworn declaration as
provided in 28 U.S.C. 8 1746, shall befiled dectronicadly and the Fling
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User shdl dso conventiondly file a paper copy of the Declaration
Regarding Electronic Fling, R.I. Local Bankr. FormP.4 (attached hereto
as Form D), sgned under oath, with the Court within fifteen (15) days
from the date stated on the Notice of Electronic Filing.

3. As part of the Clerk’ s duty to maintain records, the Clerk shdl retain
chronologicaly dl Dedarations Regarding Electronic Fling that are filed
with the Court in accordance with existing document retention policies.

4. Sipulations Joint Mations:

Inthe case of adtipulation, ajoint mation, or other document to be signed
by two or more persons, the following procedure shdl be used:

a. The Hling User shdl initidly confirm thet the content of
the document is acceptable to dl persons required to Sgn
the document, and shall obtain and have in his or her
possession the signatures of dl parties on the documen.

b. The Hling User dhdl then file the document
eectronicaly, indicating the sgnatories, eg. “/d Jane
Doe” /4 John Doe,” etc.

c. The Filing User shall retain the paper copy of the
document containing the sgnatures for a period of one
year after the caseis closed.

5. Non-Registered and Pro Se Filers

Petitions, lists, schedules, satements, amendments, pleadings, afidavits,
and other documents which must contain origind signatures, or which
require verification under Fed. R. Bankr. P. 1008, or an unsworn
declarationasprovided in 28 U.S.C. § 1746, must befiled inpaper form
with full sgnature. These documentswill be scanned so they may befiled
dectronicdly in the System and filers may be required to scan these
documents at the Clerk’ s office on equipment provided by the Court for
public use. The origind document will be maintained chronologicaly by
the Clerk’ soffice in accordance with existing document retention policies.



Fees Payable to the Clerk

All documents requiring a filing fee that are filed in the System must be
paid eectronicaly by the Fling User. The following credit cards will be
the only acceptable method for payment of such fees: American Express,
Discover, MasterCard, or Visa. Payment for thefiling should be madeon
the date the document is submitted to the Court. Failureto make payment
on the date of the filing will result in the FHling User being autométicaly
locked out of the System.

Exhibits

1. Exhibits authorized to be filed under Local Bankruptcy Court Rules,
induding but not limited to leases, notes, and the like, which are not
avaladle in dectronic form, shal be submitted to the Court in paper
format only. The Clerk’s office will indicate on the dectronic docket the
date such exhibits were submitted and link them to the Joint Pre-Trial
Order if appropriate. Tria exhibits will not be scanned by the Court
unless the Court deems that doing o will assst in managing the trid.

2. BExhibitsto Proofsof Clam

Exhibits in support of a proof of clam shal be filed dectronicaly
whenever possible and shal be docketed as one event with the proof of
dam. Theexhibitsshould bedectronicaly imaged (i.e. scanned) andfiled
in PDF format together with the proof of claim.

Appedls

The appelee and gppdlant shdl be responsible for printing any items
required to be included in the record on appeal pursuant to Fed. R.
Bankr. P. 8006.

Proofs of Claim in No Asset Chapter 7 Cases

Indl Chapter 7 casesfiled in this digtrict, the Court issues anotice of no
dividend pursuant to Fed. R. Bankr. P. 2002(e) instructing creditors not
to file proofs of clam. Any proof of clam filed with the Court in
conventiona paper format before a Notice of Assetsissues in aChapter
7 case under Fed. R. Bankr. P. 3002(c)(5) will be destroyed and not
retained as part of the electronic casefile.
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V.

CONVENTIONAL FILING OF SEALED DOCUMENTS

A moationto file documents under seal shdl be filed dectronicaly without attaching
the documents that are the subject of the mation. Contemporaneoudy with filing
the motion to file documents under sedl, the Filing User shdl conventiondly file, in
paper format, the documents sought to be place under sealed with the Court for
itsreview. If themotion to file under sed isgranted, the related documentswill be
maintained by the Clerk’ s office under sed until further order.

ORDERS

A. Proposed Orders

1. Indl caseswhereaHling User isrequired to submit a proposed order
under R.I. LBR 9072-1, dl such orders shall be eectronicaly filed,
docketed, and served in accordance with these procedures and Rule
9072-1.

2. A Filing User wishing to supply the Court with a proposed order
before hearing, may file such orders with the underlying motion or
gpplicationwhichshdl bedocketed asone event, withthe proposed order
being filed as an attachment to the underlying motion or application.

B. Consent Orders Reaffirmation Agreements

A Filing User seeking to file a consent order or reaffirmation agreement
shall conform to the standards set forth in Paragraph 11(E)(4).

C. Notice of Orders and Judgments by the Court

1. Immediately upon the entry of an order or judgment in an action
assigned to the CM/ECF System, the System will automaticaly generate
to dl Fling Usersin the case, in dectronic form, a Notice of Electronic
Filing. Electronic transmisson of the Notice of

Electronic Hling congtitutes the notice required by Fed. R. Bankr. P.
9022. The clerk must give notice to a person who has not consented to
electronic service in paper form in accordance with the Federal Rules of
Bankruptcy Procedure.
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2. All orders Sgned eectronicdly (i.e “/9
force and effect as conventionaly sgned orders.

“) sdl have the same

V. PUBLIC ACCESSTO THE SYSTEM DOCKET BY NON FILING USERS

A. Internet Access

Internet accessto the Systemis not available without a PACER login and
password. A PACER login and password can be secured by contacting
the PACER Service Center to establish an account. Regidration may be
made online at http://pacer.psc.uscourts.gov or by cdling the PACER
Service Center at (800) 676-6856. Such accessto the Sysem will dlow
retrieva of the docket sheet and documents. Accessto the Systemwill be
on a“read only” basis.

B. Public Access a the Court

The public will have dectronic access a the Clerk’ s Office during regular
business hours for viewing the docket sheet and documents filed in the
System.

C. Conventiona Copies and Certified Copies

Conventiona and certified copies of dectronicdly fileddocumentsmay be
purchased at the Clerk’ s Office during regular businesshours. The feefor
copying and certification will be in accordance with the provisons of 28

U.S.C. § 1930.
Enter: Order:
U.S. Bankruptcy Judge Clerk of Court

Dated: October 17, 2003

Last revised: 10/17/03
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